Please remember to edit as necessary.  

Site Survey - Initial Email to TM

I am looking forward to working with you on the upcoming CAAHEP accreditation site survey for _____________________________ on ____________________. You should have received the information needed for the survey in the SharePoint Site link that provides you with all the information. If you have not, please let me know so that information can be resent to you. I will be checking with you later about your initial review of these materials. I will contact the PD in the next couple of days and will copy you on that email. 

Do you have any dietary restrictions? Since we will plan on a working lunch for both days of the site visit, the program will need to be made aware of any dietary restrictions/needs we may have. 
 
I wanted to touch base with you about travel arrangements. Based on the information that MAERB sent us, the program recommends the following hotel: Fill in the name.  Also, I would like to be able to coordinate travel so that we can easily get to and from the airport.  I will touch base with the Program Director and/or the hotel to find out what the transportation method should be. After I do that, I will contact you.  Then we can both contact Foremost for the travel arrangements.   Ideally, we should be arriving around 4 or 5 the day before the survey so we can meet and review information the evening prior to the site visit, but that is always subject to flight availability. 

The site visit is scheduled for 1 1/2 days and the anticipated ending time is noon on the second day, which we will keep in mind as we make our travel arrangements. The goal is to depart on the same day if flight availability allows for that. There is no way to predict if the visit will be completed earlier, due to the volume of information and any questions that may arise during the visit that require further documentation be provided. 

If we need to talk by phone, what are the best days/times for you? My work contact information is listed below. It may be easier to contact me on my cell at XXX-XXX-XXXX. I check email regularly. Please let me know if you have any questions or concerns. Again, I look forward to working with you. 
 

Site Survey - Initial Survey Email to PD

Your CAAHEP accreditation site visit is fast approaching!    _________ and I are looking forward to surveying your program. I wanted to take this opportunity to touch base with you about the needs of the on-site survey team. 
 
I know that you are focusing on preparing the files for our visit as listed in the “ARF Raw Data Submission and On-Site Electronic Documents” that you will find in the SharePoint file. I am sure you are very familiar with this document, as it is available on the MAERB website. As you know, based on this document, we will be meeting for an extensive discussion of the curriculum, and you will need to have all the curricular materials available for us, such as tests, assignments, and checkoff sheets.  You can have those available in paper folders, computer folders or a Learning Management System, as we will be sitting down together with you and the other instructors, if applicable, to have a good conversation and go through some of the materials.  It would be great if you can set up this meeting in a room that allows for that type of show and tell.  It will, of course, depend on how you organize the material. If it is all in a learning management system or electronically stored, perhaps, we can do some projection; if it is in paper folders, it would be great to have a large table.  I just wanted to give you a heads up that we will be looking through that curricular meeting.  We will be requesting five sample assessment tools no later than two weeks prior to the site visit, as a way of learning more about the program and the types of methods that you use to assess students on the MAERB Core Curriculum.  

MAERB has set up a SharePoint site, and you can use that to share your documents with us. Having the files and materials ready are essential to help the site visit to proceed at a regular pace.  During the visit we will each have our own laptops, but we’ll need internet access throughout the site visit. We will need access to those files including any passwords that may be necessary. Additional monitors would also help with the process. 

I will be in contact regarding any questions or additional information that we might need prior to the site visit after a review of the Self-Study and the assessment tools. If we ask for additional materials, please put them on the SharePoint site that MAERB has set up. Using that system allows us to find the information and alleviates the potential email confusion.  
 
Use the SV Agenda and you will find a copy in your SharePoint site to finalize the agenda for our visit. The schedule is a suggested guide and we understand that alterations may need to be made. For example, scheduling the Advisory Board members may work better for their schedules after 5 pm on the first day. Any questions or concerns if changes would be acceptable – let me know. The schedule should be finalized about two weeks before the visit. It would be great if you could consult with me as you are putting it together so I can give feedback on times and participants. As visitors, we try to accommodate the schedules of those participating in the site visit and will not change the schedule unless it is absolutely necessary.  Please include names and titles of those we may be interviewing.  This information can be updated through the site visit and will help in accuracy of the final report. We will plan to have a working lunch both days. Provide any dietary restrictions of the team members. 
 
Thank you for providing information regarding a preferred hotel in the area. We both have reservations at the ___________________________ and we will arrive on Sunday or Wednesday afternoon. I did want to find out some details about transportation from the nearest airport. The MAERB Office does expect the Program to help with that.  Can you tell me what the normal mode of travel is to and from the airport?  We always try to keep the expenses reasonable.  I would appreciate some details from you.

You will need to plan to pick us up on the first day of the survey at 8:00 am at the hotel.
 
If you have any concerns or questions about the site visit, the documentation needed, or the on-site schedule, please feel free to contact me. I can be reached at XXX-XXX-XXXX (cell), but e-mail is the best way to reach me most of the time. As we get closer to the dates of the visit I will be in touch regarding the final arrangements. 



Site Survey – Sample Request and Curriculum Review Email to PD

Thank you for all you have been doing to put this site visit together. Choose one: I have shared with you some of my comments about the agenda OR I look forward to seeing the agenda. 

As I have mentioned to you previously, we would like to see five samples of your curriculum tools, and we have determined that we would like to see the following five samples:
· Sample #1: Fill in blank
· Sample #2: Fill in blank
· Sample #3: Fill in blank
· Sample #4: Fill in blank
· Sample #5: Fill in blank

Please have those posted on the SharePoint Site seven days prior to the site visit, so that we have time to review them prior to the site visit.  

I wanted to give you some more information about the design of the curriculum review meeting.  We will have had the chance to look at the samples you shared with us, and they will provide us with some good insights into the curriculum.  We will, of course, be looking at more of the curriculum when we meet with you and the other instructional faculty. 

As you know, you are asked to have all the curricular materials available for us to review. You do not need to organize them in folders or label them, so they can be in either your learning management system, electronic folders, or even paper folders.  When we meet with all of you, we will be asking a couple of big picture questions about the program, but we will also be asking to see additional samples of your assessment tools and curricular materials.  It will be helpful as we learn how the faculty teach the students so that they fully understand the cognitive material and how they guide the students in performing the psychomotor and affective competencies. There will be a lot of show and tell on the part of the instructional staff in this meeting in demonstrating how you teach the various content areas in the MAERB Core Curriculum.  And we will have lots of questions for you.  

It would be great if you could set up this meeting in a room that allows for that type of show and tell.  It will, of course, depend on how you organize the material. If it is all in a learning management system or electronically stored, a room with a computer and projector will be useful; if it is in paper folders, it would be great to have a large table.  

We are looking forward to learning more about your program!  Please feel free to let me know if you have any questions about the review of the curriculum.    

 
